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Those who are already familiar with PRISM and have entered applications 
previously may want to go directly to XIII Quick Steps. 

I. What is PRISM  
PRISM is an automated tool for applicants to submit applications to the SRFB via the Internet. 
This tool can also be used to view other applications and to monitor funded projects. 
 
PRISM has an extensive amount of security built into the system. While PRISM is accessible to 
anyone to review data, only individuals from applying organization can add, modify, or delete 
data for their application, and this is limited to certain periods of the application. 
 
Do not worry about making mistakes. PRISM security will not allow you to do anything 
destructive or enter inappropriate data. Any mistakes in entering can be fixed at a later time. 
 
Training will be provided to applicants and lead entities at the application workshops. If you 
have any problems entering data, first call your Grant Manager. If they are not available, go to 
the operator or call (360) 902-3000. Staff can help you enter an application over the telephone. 
They have the ability to view the same data you are viewing.  
 
When you begin entering your application, we recommend (at least for your first application) 
you have much of the information prepared before you start entering your application. Blank 
application forms can be found on the SRFB Documents webpage 
http://www.iac.wa.gov/srfb/docs.html.  However, if you don’t have all the data, don’t worry, 
you can finish entering it at a later time. 
 
The minimum requirements for running PRISM on your computer are: 

• Connection to an ISP  

• If you are behind a firewall, TCP Port 1433 must be open for outbound traffic 

• 28.8k Modem (56k is preferable)  

• 35 MEG hard disk space  

• 16 MEG of RAM (32 is preferable)  

• Pentium Class Processor AND one of these operating systems: Windows 95, 
Windows 98, Windows NT, Windows 2000, Windows ME, or Windows XP  
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II. PRISM Access 
PRISM is a client-server application that is accessed via the Internet. To get started, a user must 
download the free client software and install in on their computer. If you will be entering an 
application, you will need to obtain a logon ID and password as well. Both the software and 
logon requests are available at the IAC website. 
 

Download software: Go to http://www.iac.wa.gov/oiac/prism/reqs.htm and follow the 
instructions for downloading the PRISM installation program (prisminst.exe). Once you 
have downloaded the program, double-click on it to begin the installation wizard. We 
recommend that you close all other programs on your machine before clicking the Next 
button on the first wizard screen. Once the setup is complete, you can accept the default 
to restart your computer or you can choose to restart your computer later. Click the 
Finish key. Once your computer restarts, the setup is complete. 

 
If you experience any difficulties downloading or installing, contact Bob Euliss or Karen 
McDonald at (360) 902-3000 for help. 

 
Logon Request: IAC website http://www.iac.wa.gov/oiac/prism/access.htm has an on-
line request for a logon and password. If you prefer, you can submit a paper request 
(See Appendix A). You need a logon if you are going to be entering data. Read-only 
access does not require a logon ID. 
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III. Signing on to PRISM 

To start PRISM, go to the Start Menu Programs PRISM and click on the  PRISM icon.  For 
Read Only Access, a logon ID is not required. Just click the Connect button with the Read Only 
checkbox checked as shown below: 

 

 
 

 
If you will be entering an application, you will need to uncheck the checkbox and enter your 
assigned Login ID and Password. The Logon determines the level of security for a user and 
what screens and fields a user can access. 
 

  
 
After the Login screen has been completed, click the Connect button to connect to PRISM. 
 
If you experience any difficulties connecting to PRISM, contact Bob Euliss or Karen McDonald at 
(360) 902-3000 for help. 
 
The PRISM Broadcast Message screen will display, welcoming you to the PRISM program. This 
screen is changed periodically to provide updated information to users.  
 

 

Click OK to close the Broadcast Message Screen. 
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If you have opted for Read Only access or if this is the first time you are logging into PRISM, the 
Getting Started help file will be displayed. 

 

A user can access this help at anytime by selecting the  icon located at the bottom 
left side of the screen. This help is focused on assisting users to navigate the Browser and enter 
a new application. 
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IV. PRISM Help 
In addition to the Getting Started help that you can access from the Browser, there are three 
additional ways to access the help features:  

• Field level Help. Field level help is available throughout the system. Click on a field, then 
select F1. This help will tell you about the field, how to complete the field, and the type 
of information is being requested. 

• Obtaining Software Support. This help displays a telephone number to contact if the user 
is having difficulties using PRISM. 

• Main Menu Help. This help is accessed by clicking the Help menu item . Selecting 
Help brings up the following options. 

 

 
 

 
Using Help describes the two ways of using Help.  

 
 

Using Help 
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PRISM Help Topics brings up the option for Index or Find.  The Index permits a user to 
type in a topic and then select the appropriate help item. 

 

PRISM Help Topics - Index 

 
 

 
The Find tab permits a user to search for a specific word or phrase. 
 

PRISM Help Topics – Find 

 
 

 
REMEMBER – YOU ARE NOT ALONE IN ENTERING AN APPLICATION IN
PRISM.  YOUR GRANT MANAGER AND OTHER SRFB STAFF ARE 
AVAILABLE TO ASSIST YOU EVERY STEP OF THE WAY. 
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V. Locating a project  
The first screen displayed after completing the login process is the Project Browser. This screen 
is used to list and locate specific projects based on selection criteria. The Browser shows basic 
information for each project: IAC project number, sponsor, project name, program funding 
source, assigned IAC/SRFB Grant Manager, and status. The Browser is designed to display 
project information. No data is entered on this screen.  
 

Project Browser 

 

 
 
The Browser is used to find a specific project by entering data on the blue line. Data that can be 
provided is the SRFB project number, sponsor name, or project name. In addition, selecting 
information in the dropdown boxes under program, SRFB Grant Manager, or status will further 
define the list of projects. The more information provided on the blue line, the narrower the 
search and the fewer projects will be displayed on the bottom portion of the screen. To display 

your selection, select the Refresh  button on the top right portion of the screen.  
 
Once you have located the project you wish to review or edit, click on the data line. It will put a 
dark box around it. You can verify the correct project is selected by viewing the Status Line 
along the bottom of the screen. To review or edit application data, select the Application Data 

Icon  located at the top of the screen. Then move through the tabs. For further instructions, 
see the next section on adding an application. 
 

The Print  button, located at the bottom right of the screen is used to print the data 
displayed on the screen. This report is called the Browser Report. 
 

The Close button  is used to close the Browser. To reactivate the Browser, select the 

Browser button . 
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VI. Starting an Application  
Select the New Application button  located on the left bottom portion of the 
browser screen. This is used to add a new application that has not been entered into PRISM 
before. If you started a project and wish to update it, refer to the previous section on how to 
locate a project. 
 
An applicant can input some data in PRISM, then save. Later they can return to the application 
and enter additional information. Application data does not have to be entered all in one 
session. While an applicant can only enter one application at a time, multiple applications can be 
at various stages of entry at one time.  
 
Tab 1 Basic Data is the first screen that will appear. You will notice that only Tabs 1 and 2 are 
activated. They must be completed and SAVED before a project number is assigned and any 
other screens are available for data entry.  
 

 
 
Project Number: A project number is assigned by PRISM once the screen has been saved. 
 
Project Name: Type in a project name. Try to use a unique name that is descriptive of the 
project.  
 
Funding Program.  The funding program is selected from a dropdown box. The dropdown box 
will display a list of programs currently accepting applications for the IAC and SRFB. Select 
Salmon State Projects.  
 
Project Types. The project Type is selected from a dropdown box eligible for SRFB salmon 
projects. The user will have an option of:  

• Acquisition (A) 
• Combined (Acquisition and Restoration) (C) 
• Non-Capital (Assessments and Studies) (N) 
• Planning/Acquisition (Acquisition and Planning) (P) 
• Restoration (R) 
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Sponsor # and Sponsor Region: These optional text fields are for an applicant to use to identify 
their internal number and region. This allows an applicant to cross-reference a SRFB project 
with their own number. 
 
Sponsor.  Select the Find button  located to the right of the Sponsor block to bring up the 
Organization Search selection box. The user must select either an organization or a person 
(private landowner) for the project. The screen defaults to the Organization and, in almost all 
cases, is the appropriate selection. 
 

     Organization Search Pop-up           Organization/Person, Tab 1   

 
To use the search box, start typing the organization or person name and after two characters, a 
list will display. Click on the organization or person name, and the record will be retrieved and 
posted to the Application Data, Tab 1 Basic Data screen.  
 

 
 
The applicant (sponsor) should be designated as “Primary.” The lead entity for the project 
should be selected, but not as the Primary, unless the lead entity is the applicant. The “Primary“ 
designation can be changed by clicking in the “Primary“ box. The “X” will move to the box 
clicked in.  
 
Any organization listed in the Sponsor box has the ability to change and modify the data when 
the project is in pre-application and application submitted status. Once the project is moved to 
application complete, only SRFB staff have the ability to change data.  
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The user can verify the organization data is accurate by double clicking on the organization 
name or selecting the Edit  button.  
 
The user may correct any information that is incorrect. When the edits are complete the user 

must click on the Save  and  buttons located at the bottom of the screen. 
This will return the user to the basic application screen.  
 
Contact.  Select the Find button  located to the right of the Contact block to bring up the 
Contact Person Search.  
 

Contact Search         Organization/Person Tab 5, Person 

 
If the contact exists, click on the name, and the record will be retrieved and posted to the 
Application Data screen.  The Person record can be edited by double clicking on the Contact 
name or selecting the Edit  button.  When the edits are complete, the user must click on the 

Save  and Close  buttons located at the bottom of the screen. This will 
return the user to the basic application screen. 
 
If the search yields no matches, then select the Add  button.  A blank person screen will be 
available for data entry.  If you have a logon and you are selecting yourself, you are in 
the system. Do not add yourself – use the find process. 
 

 
 
Select the appropriate contact type in the dropdown box for each contact. Each application must 
have one, and only one, Project Manager. The Project Manager is the individual SRFB staff will 
be contacting for information about the project and will be the recipient of the majority of 
correspondence. 
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To delete text, select the row to be deleted and click on the  button. Text to be deleted will 

change to italics and will be deleted after the  button is pressed. If you change your 

mind and want to keep the text, simply click on the  button again before pressing 

. 
 

 
 
Once the first tab has been completed, click on Tab 2, Description. Do not save until the 
Description tab has been completed. 
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Goal and Objective. Click on the  button to bring up a list of Goals and Objectives.  
 
 

 
 
Clicking on a Goal will bring up one or more possible Objectives. Select an Objective and then 

select the  button. This will return the user to the Description Tab.  
 
Type in a Project Description (or paste from another file). The field allows up to 1500 

characters. The description field can be formatted using the Bold , Italic , or Underline 

 buttons. Additionally, the description field can be made larger by selecting the Zoom  
button.  To verify the Description field spelling, select the Spell Check button . 
 

Select the  button at the bottom of the Descriptions Screen. This will save the project 
and assign a number.  
 
If any data is missing the following message will display: 

 
 
Complete the required fields, then select save again. 
 
If all the data is complete, the following message will display: 
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For ease of finding your project in the future, write down the project number. Select the 

 button and it will activate additional screens for further data entry. 
 
Based on the type of project the user selected, different tabs will be activated. If the tab is 
activated, you are required to complete some information on that tab. 
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VII. Adding Financial Information 
Tab 3 Funding Request. The third tab will now be open for inputting data.  

 
Application Data, Tab 3 Funding Request 

 
 

The IAC Funding Request located at the top of the screen needs to have the amount of funds 
you are requesting from the SRFB for this application. Type the amount in the amount field. 
 

  
 

 
Under the Sponsor Match section, select from the dropdown box the type of match amounts 
your organization will be providing and type in the amount for each type of match. 
 

 
 
The Project Cost Estimate section on the right side of the screen is to reconcile amount needed 
for this application and the amount entered into the cost estimate Tabs 4 and 5. Once the cost 
estimates (Tabs 4 and 5) have been entered and saved, data will display on this screen .The 
amounts shown must equal the amount requested. Since Tabs 4 and 5 have not yet been 
completed, this section shows the Acquisition Estimate and Development/Restoration Estimates 

as $0.  Select  and go to next Tab. 
 

Page 14 



Tab 4 Acquisition Info is available for all applications with acquisition elements (project types = 
Acquisition, Combined, and Acquisition/Planning). The first screen is primarily a summary of 
individual property information keyed into the Acquisition Property Detail Pop-up screen. 
Individual properties entered in the Pop-up screen are displayed on the Acquisition Information 
screen in a list format on the left portion of the screen along with acquisition cost items and 
estimated amounts displayed on the right portion of the screen.  
 
The only data field entered on this tab is the Administrative Cost field, located on the bottom 
right portion of the screen. Administrative Cost should be entered on this screen for all 
properties being purchased. Property costs will be captured on the pop-up property screen. 
PRISM calculates the maximum Administrative Costs that are eligible and displays it at the 
bottom left of the screen. At this stage, the maximum amount is $0, but after property 
information has been enter, it will be updated.  
 

Application Data, Tab 4 Acquisition Info 

 
 
Application Property Details Pop-up Screen is for entering detailed information regarding each 
property to be purchased. Entry in the Pop-up occurs by selecting the Add  button in the 
Property List section. Type in the property name, anticipated date the land is to be acquired, 
and expected number of acres in the appropriate fields. The Value Determination and Purchase 
Type fields are selected from a dropdown boxes. The Acquisition Cost Items are selected from a 
dropdown box and the amount estimated for each item must be entered.  
 

Application Data, Tab 4 Property Details 
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Select SAVE. It will take you back to the Acquisition Information screen. 

Users may enter multiple parcels.  Also can edit previously entered projects by selecting the 
property line to be edited, then selecting the Edit button . 

Don’t forget to enter the Administration Costs eligible for this application on the Acquisition 
Information screen. The system will have calculated for you the maximum amount of 
administrative costs you can request, located on the bottom portion of the screen. 

 
Be sure to not exceed the Administrative Maximum Amount. 

Select  and go to next Tab. 

Tab 5 Non-Acquisition Info is available for all applications with restoration and planning 
elements (Project Type = Restoration and Combined); non-capital (assessments and studies), 
and Planning/Acquisition (planning and acquisition).  
 

Application Data, Tab 5 Non-Acquisition Info 

 
 
Data entry occurs by selecting a grid box under the Element heading and clicking on the 
dropdown box. After selecting an Element, users must also select a corresponding Item from a 
dropdown list. To complete a particular cost element, the quantity and total cost must be 
manually entered. The unit is predefined.  
 
For some items, a short description is required in the description field located to the far right of 
the screen.  Depending on the user’s column display, the far right column may not be displayed 
and, therefore, must be tabbed or scrolled. When leaving a line, which requires a description, a 
warning message will display if a required description was not entered. 
 
If a large quantity or dollar amount will not fit within the column size, the column widths on this 
screen can be adjusted.  Using the mouse, click on the column header and pull to desired width. 
 
The State and Local Sales Tax and A&E Cost Estimate are entered on the bottom portion of the 
screen, if the field is not grayed out. The A&E Costs represent costs for the whole project, while 
the other costs are captured at the element and item level.  PRISM calculates the maximum 
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A&E Costs approved based on the total project cost. 
 

To verify the Description field spelling, select the Spell Check button . Select . 
 
Now that you have entered the cost estimates (Tabs 4 and 5), you may view your funding 
request and project cost estimate on Tab 3. 
 

Application Data, Tab 3 Funding Request 
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VIII. Adding Project Specific Data  
Tab 6 Measurements  allows users to enter measurement data for their project. Applicants 
respond to each question by entering the numerical data under Proposed Qty.  By clicking on 
the  button, further explanation for each question will be given.  In the Notes section 
of the screen, a text box is available for respondents to give more information and is accessed 
by clicking on the appropriate box in the Proposed Qty data field. The Up/Down Arrow keys are 
used to move from question to question.   
 

Application Data, Tab 6 Measurements 

 
 
Select  and go to next Tab. 
 
Tab 8 Questionnaire allows users to respond to a series of questions. Applicants respond by 
reading the highlighted questions located on the top portion of the screen and responding in the 
text box located on the bottom portion of the screen. The Page Down/Up keys are used to move 
from question to question.  
 

Application Data, Tab 8 Questionnaire 

 
 

To verify the Responses field spelling, select the Spell Check button . Select  and 
go to next Tab. 
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Tab 9 Location captures geographic and political boundary information about the project 
worksite(s). Applicants need to type in the driving directions and current landowner information. 
To verify the Driving Directions field spelling, select the Spell Check button . SRFB staff will 
enter the remainder of the field. 
 

Application Data, Tab 9 Location 

 
 

Select  and go to next Tab. 
 
Tab 10 Permits. Select from the dropdown box the permits needed for your project. The issuing 
organization data will appear when the permit type is selected. Add pertinent permit information 
in the text box. 
 

Application Data, Tab 10 Permits 

 
 

Select  and go to next Tab.
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Tab 11 Salmon Information.  Select the Salmonid Species Targeted and Habitat Factors 
Addressed from the dropdown boxes and identify the Primary for each. The Species and Habitat 
Factors Source has three text fields to report the Study Name, Author, and Publish Date for the 
information used to identify targeted species and habitat factors addressed. 
 

Application Data, Tab 11 Salmon Information 

 
 

 
The Federal Status of Target Species information will be filled in at a later date, once a SRFB 

staff person enters the geographic information about your project.  Select . 
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IX. Submitting your project 

You have now completed all the fields required for your application. Select the  

button. Next, select the  button. It will bring up the following box. Select Yes. 
 
 

 
 

 
 
This will activate an edit check to ensure all fields are complete. If the data is complete, you will 
receive the following message: 
 

 
 
 
 

If any errors are detected it will bring up the following box. Select Yes. 
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The following report will display information about what screens and fields you need to provide 
additional information or corrections. 
 

 
 
 

Fix the items listed, then  and   the project again. Continue doing this 
process until your application passes all edits. Once application has moved to submitted status, 

select the  button. This will return you to the Browser screen. 
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X. Adding Attachments 
Some materials and information on projects cannot be entered directly into PRISM. To help 
applicants submit more data electronically, PRISM has an Attachments Module to permit users 
to electronically submit information to the SRFB. Your connection speed must be close to 56k. 
Do not try this with a 28.8k connection speed. It will not work.  
 
Typical types of attachments include the Application Authorization, Evaluation Proposal, Maps 
(general vicinity and worksite), Project Photos, Long-term Stewardship Plan, Project Partnership 
Contribution Forms, Landowner Willingness Form, and any other materials you feel are pertinent 
for SRFB staff and Technical Panel members for your application. This information will be 
provided to the technical panel in an electronic format. 
 
Documents that are not in a JPEG (photo) or PowerPoint format will be converted to a PDF file 
(such as word processing or spreadsheet files). These documents will be stored in PRISM and 
accessible by the applicant at all times. SRFB Grant Managers may at times also add documents 
to an application. If you have any problems attaching the document, e-mail the file to your 
SRFB Grant Manager. They will attach it for you. If you have a very slow Internet connection, 
you may find this process faster.  
 
The first step to add an attachment is to locate the project on the Browser. Then click on the 

project and select the Attach  icon from the top menu. 
 

 
 
 

Project Attachment, Tab 1 Gallery 

 
 
When you first enter this screen, there are no documents to view. To attach a new document, 
select the New  button. This will bring up the first screen of the Attachment Wizard. 
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Verify you have the correct project number and project name, and then select the Next 

 button.  

 
The second Attachment Wizard screen will allow you to select the document or photo to be 
attached and start collecting metadata to determine what fields need to be completed. 

 
 
Use the Find  button as you would any search process. Clicking on the Find button will 
bring up a directory to search for the document or photo you plan to attach.  
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After selecting the item you wish to attach, you will be returned to the Attachment Wizard 
screen. The file name will appear in the first text box.  
 

The Attachment Group and Attachment Type fields each contain a dropdown list from which to 
select an answer. Both of these fields are required.  A title will appear in the next data field, 
which you may change if you wish.  Information about the file is displayed on the bottom 
portion of the screen. Depending on the type of file selected, different screens will display.  

 
 

Select the Next  button. For JPEG files, it will bring up the Image Preview screen. 

 

 
 
If you would like to modify the JPEG file, select the Photo Tools button. This will bring up the 
edit image screen. 
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On this screen, you can make a number of changes to the photo. If you don’t like the changes, 

select the Reset  button. Once you are done with the photo, select the OK  

button. If it was the wrong photo select the Cancel  button. This will return you to 

the Project Attachment Wizard screen. Select the Next  button. This will bring up 
the Photo Data screen. 

 
 

Select from the dropdown box the origin of the photo, viewpoint, timing, and season. Type in 

the date taken and photo point, if applicable. Select the Next  button. This will 
bring up the Clarifying Note screen.  

 

 
 
If you need to describe the information being provided, enter it in the Clarifying Note section.  
Select the Project Worksite from the dropdown box to attach an item to a specific worksite. If 
you are just starting an application, there will not be a worksite to select. After a SRFB staff 
member enters location information for this project, the worksite will appear in this section. 
 

Select the Next  button.  This will bring up the Photo Object screen. 
 

Page 26 



 
 
 

Click on all the Objects that are applicable to the attached photo. Select the Next  
button. This will bring up the Photo Activities screen. 
 
 

 
 
 

Click on all the Activities that are applicable to the attached photo. Select the Next  
button.  This will bring up the E-Mail Comment screen. 
 

Page 27 



 
 
Add any information you would like to have transmitted to your Grant Manager. Select the Next 

 button.  This will bring up the Upload Message screen. 
 

 
 

Select the Finish  button. This will bring up the Upload Progress screen. 
 

 
 
Be patient. You are sending a photo over the Internet and it can be slow. If you find this 
process is too slow for your connection, you can email the photo to your SRFB Grant Manager. 
When the upload is complete, press Close and it will return you to the Gallery screen (Tab 1) 
which gives you an overall view of your attachments.   
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Project Attachment, Tab 1 Gallery 

 
 
Screen Buttons 

 
To copy an attachment to your clipboard, first click on the item and then the Copy button. 

 
To export an attachment to save on your computer, first click on the item and then the 
Export button.  You will then be given the option of where you want to save it. 

 
View button gives a full screen view of selected attachment. 

 
Add button allows user to attach another photo or document to current project. 

 
When this edit button is selected, an attachment detail screen appears with one to four tab 
sections, depending on type of attachment. The user may make additions or changes that 
pertain to the selected attachment on any or all of the screens. When finished, Save and 
Close. 

 
To view a summary of all the documents, photos, and graphics submitted for the project, click 
on Tab 2 List. 

Project Attachment, Tab 2 List 

 
 

To view all attachments, make sure the “All” button is selected. The “Shared” button is marked 
after a SRFB Grant Manager has reviewed the document and made it available to all PRISM 
users. Until it is marked, the document/photo/graphic can only be viewed by SRFB staff and the 
organization and lead entity submitting the application. This screen will also tell the user if there 
were any problems with the uploading process. The only data that can be entered on this 
screen is in the Clarifying note section.   
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XI. Using the Project Checklist 
Once an application has been submitted to the SRFB staff for review, the Grant Manager will 
start completing an on-line checklist. This checklist contains information about required 
elements of an application.  
 
Click on the project and then select the Checklist  icon from the top menu. 
 
 

 
 
 
An applicant cannot change any data on this screen, however it is a great tool for an applicant 
to see a Grant Manager’s notes regarding an applicant’s completeness. Applicants may, from 
time to time, receive letters and a checklist detailing the information contained on the screen. 
 

Checklist (default view) 

 
 

The codes are: C = Item is complete; O = Item is missing; I = Item submitted is incomplete; N 
= Item is not applicable for this application.  

 

The checklist items are different for each grant program and different type of project 
(acquisition, development, restoration, etc). 
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To expand the screen to see all the text, select the  button. 

 

Checklist (expanded view) 

 
 

To make the screen smaller again, select the  button. 
 

The  box is marked when all the data for the application has been completed. Once done, 
select the Close  button located in the right top corner.  
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XII. Reports 

There are a number of reports that will be of benefit to the applicant. Reports can be accessed 

directly from many screens (Print  button) or from the Menu 

 bar. The Reports Menu brings up a list of reports that can be 
generated from the system.  
 

 
 
 

Select  for the following reports: 
 
] Application Authorization Form 

The Application Authorization Form is available as a report to be used by sponsors. For 
applicants with an on-line connection, the Application Authorization Form is printed, listing 
the applicant’s projects and only requiring a signature.  
 

] Application Materials  
 Application Materials is a menu selection consisting of 10 separate reports. These reports 

make up the primary application reports and are grouped together on the reports menu 
under Application Materials.  

  
] Application Project Summary 

Application Project Summary contains key information about an application. It extracts 
data from Application Data module, as well as information from the organization/person 
screens. The Application Project Summary (and the cost estimate report) is the basis for 
project review, technical review, evaluation, and Board review.  
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] Non-Acquisition Cost Estimate 
Non-Acquisition Cost Estimate reports on cost estimate information for development and 
non-capital projects. It pulls information from the Application Data, Tab 5 Non-
acquisition Information screen. 
 

] Acquisition Cost Summary 
The Acquisition Cost Summary summarizes cost estimates for acquisition projects. It 
pulls information from the Application Data, Tab 4 Acquisition Information screen. 

 
] Acquisition Cost Details 

The Acquisition Cost Detail is a detail report by parcel on cost estimates for acquisition 
projects. It pulls information from the Application Data, Tab 4 Acquisition Information 
screen. Typically, this report accompanies the Acquisition Cost Summary report.  
 

] Description and Funding Information 
Description and Funding Information reports the application description and summary 
cost estimates. It pulls information from Application Data, Tab 3 Funding Request and 
summary information from the Application Data, Tab 4 & 5, Cost Estimates screens. 

 
] Applicant Information 

Applicant Information reports on organizations and contacts for a project. It pulls 
information from the Organization, Tab 1 and Person, Tab 5 screens. 

 
] Project Worksite Information 

Project Worksite Information reports on worksite data. It pulls information from the 
Application Data, Tab 9 Location Information, including the pop-up Map, Area, and 
Water screens. 

 
] Miscellaneous Information 

Miscellaneous Information reports permits and special program information for FARR, 
NOVA/NRTP, and Salmon. It pulls information from the Application Data, Tab 10 Permits 
and the Application Data, Tab 11 FARR, NRTP/NOVA and Salmon Information screens. 
Depending on the program, different information will print on the report. 

 
] Application Questionnaire 

Application Questionnaire reports the answers provided to the application questionnaire. 
It pulls information from the Application Data, Tab 8 Questionnaire screen. 

 
 

Select  for the following reports: 
 

] Browser Report 
The Browser Report is useful to Grant Managers for the management of application 
workloads. The Browser Report can be sorted and organized in the same way as the 
Browser. These customized reports become useful in creating lists of projects in the 
application statuses.  
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] Project Funding/Listing by Location 
A listing of projects by location either with or without associated funding information. 
 

] Project Funding by Program 
A listing of projects by program either with or without associated funding information. 
 

] Salmon/Listing by Element; Lead Entity; Habitat Factor; Targeted Species 
A variety of listing reports either with or without financial information for salmon related 
projects.  
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XII. Quick Steps 
Following is a condensed version of instructions for Entering an Application for those who just 
need a review. 

 
On the PRISM browser screen, select the New Application button. 
1. Tab 1 Basic Data. Type in Project Name. Select Funding Program (Salmon State 

Projects) and Project Type. Use the Find button to locate the Project Sponsor and 
designate as Primary, and the Contact Person and designate as Project Manager. If a 
sponsor and/or contact person cannot be found, you will need to enter a new one by 
selecting the Add button. 

 
2. Tab 2 Description.  Select an IAC Goal and Objective from the lists provided. Type in 

a Project Description. 
   
3. Tab 3 Funding. Enter amount of funds requested. Under Sponsor Match select the 

type of match your organization will provide and the amount for each type of match. 
 
4. Tab 4 Acquisition Info.  Select Add New Property button and enter data on Property 

Details screen. Save. On the summary screen, enter Administration Cost. 
 

5. Tab 5 Non-Acquisition Info.  Select Elements and Items from dropdown lists and 
enter Quantity and Total Cost amounts. For some items, a short description is 
required. Enter the Sales Tax and A&E Cost Estimate if the field is not grayed out. 

 
6. Tab 6 Measurements. Enter numerical data in the Proposed Quantity field and any 

additional information in the Notes section. 
 
7. Tab 8 Questionnaire.  Click on each question and type response in text box 

provided. 
 

8. Tab 9 Location. Enter driving directions and current landowner information. 
 

9. Tab 10 Permits. Select permits needed from dropdown box. Add pertinent permit 
information in text box. 

 
10. Tab 11 Salmon Information. Select Targeted Species and Habitat Factors 

Addressed from dropdown box and identify Primary for each. Enter Source information 
in text fields. 

 
11. Select SAVE, SUBMIT, and YES to release application to IAC. If any errors are 

detected, you will receive an Incomplete Project Information message. Select YES to 
view a detailed report of missing and/or incorrect information. Fix errors and repeat 
SAVE and SUBMIT until application passes all edits. 

 
12. Add Attachments (see Section X for step-by-step instructions of this new feature). 
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